HOWEDEMTNEDI I ETS
Before you Begin . . .

You must have a Common Access Card (CAC) to eSign

your Report. Overview _ _ :
If necessary, refer to the FDM Help page from the FDM ;hls I;ltow .TO Gwdeci)gﬂalns B D B &
portal, and select “How To” Guides and Tutorials for eport using your :

instructions on How to Login to FDM and How to File
an OGE 450 Report.

eSigning a Report

When you are ready to

eSign, click Wrap Up.

T

( 1@ Note: During Wrap Up, FDM determines if your report is missing information. Clear any red flags if necessary. )

2. Begin the Submission Process

Select Submit Now.

B N
Q Click Continue.
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3. Certify Report Contents

Select the “I hereby
certify...” check box.

(B

Click Continue.

4. Select Signing Method

To eSign using your
CAC, click Continue.

5. eSign your Report

(A
Click the eSign

ES1gR I
button displayed on the
document.

(B

Insert your CAC into

the card reader when
prompted.
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6. Certify Your Signature

Click Run, OK or Yes
as prompted to continue.

Select "l agree"
to accept the statement,
then click Continue.

Select your certificate,
then click OK.

Enter your CAC PIN,
then click OK.

7. View the Submit Confirmation

1@ Note: FDM

notifies your
supervisor and/or
Senior Legal Counsel
of your signed report.

Ensure that you see a
green check in the
signature box —

Click Continue.

1@ Note: Please e

click Take the
survey and complete
the survey page.
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